City of Fresno 140003

SENIOR BUYER

Class Definition

Under generd supervison, procures materids, supplies, services, and equipment and bids public works projects;
develops, reviews, and evduates bids and contracts for City Departments; and may provide lead direction to
other Buyers.

Distinguishing Characteristics

Senior Buyer is the advanced working/lead level dassin the Buyer series. Incumbents process complex forma
bids and Requests for Proposdls, provide procurement services to assgned Departmentsin the City, and may
lead and direct subordinate gaff. This dass is digtinguished from Buyer 11 by the difficulty and complexity of
assignments and/or that the Buyer |1 isnot assigned lead respongihilities. It differsfrom Supervising Buyer in that
the latter supervises the day-to-day activities of the centralized purchasing program in the Purchasing Divison.

Typical Tasks

(Thisligt is neither inclusive nor exclusive. Consequently, this information may not reflect Essential Functions for
this class)

Handlesformd bid processesfor complex projects, such as, technologicaly advanced equipment, public works
projects and other non-routine procurement, including prequalification processes if appropriate; prepares
specifications for formd bids and for Requests for Proposals with technical assistance from users; prepares
informd bids, induding technical specifications, as necessary; assists with the evauation of forma bids and
Requests for Proposals, and provides recommendations for award by the City Council for forma bids and
Requests for Proposals.

May lead and assgn work to subordinate buyers; may assst lower level personne in the preparation of the more
difficult or complex specifications for bid requedts.

Completesand processes requisitions and places orderswithvendors. L ocatessources of supply; performs price
and cost andyses, evduates quaity and suitability of supplies and materids.

Confers with user departments and may chair committees to determine purchasing needs and specifications
insuring compliance with City requirements.

Corresponds with vendors to discuss problems regarding qudity, cost, terms, ddivery, discounts, or
transportation of ordered materids; to resolve disputes and protests; to complete contract documents, and to
meake adjustments when errors or omissions have occurred.
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Assgs Minority/Women Business Enterprises vendorsin the bidding processes.
Inputs, updates, retrieves and verifies a variety of information usng aword processor or computer termind.
Performs other duties as assgned.

Knowledge, Abilities, and Skills

Congderable knowledge of purchasing methods and procedures and of the techniques of specification writing.

Knowledge of the technique of grading and analyzing supplies and materids, price and cost andyss, value
andyss, and of the laws related to public purchasing.

Knowledge of law relaing to public works projects, including subcontractor law, filing of errors; and knowledge
of insurance and bonding requirements.

Knowledge of the Minority/Women Business Enterprise regulations.
Ability to analyze problems and make appropriate recommendations.
Ability to communicate effectively, both ordly and in writing.

Ability to establish and maintain effective working relationships.
Ability to use avariety of computer business software gpplications.

Minimum Qualifications

Two yearsof experience asajourney leve buyer witha governmenta agency or large businessprocuring avariety
and volume of items.

Soecial Requirement

Possession of avaid California Driver/ License may be reguired at time of appointment.
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